EHS Learning Management System (LMS)

Guide to Live Course Training Enroliment

To register for a workshop, you must enroll in a Course and a Session.

In the LMS, Courses consist of Lessons and Lessons will have at least one Session. You must first

sign-up for a Course before you can sign-up for a Session.

There are two methods of viewing training, and both are addressed in this guide. The methods are by
viewing the Courses in the Course Catalog or by viewing the Sessions on the Live Event Calendar.

Please see the steps listed below for the method you choose.

Viewing and Registering for Courses in the Live Event Calendar:

1. Open the Live Event Calendar.

Course Catalog

| Ssarch Catalog:

| |
. Search Clear

[ﬁ 1. Environmental Health &
Safety

[fl 2. Human Resources

[ﬁ 3. Perzonal Cevelopment
Eﬁ 4, Profescsional Development

) 5. Associated Students

| Live Event Calendar |

CATALOGS (5) COURSES (0)

i' 1. Environmental Health & Safety

Health & Safety and other related topics including Defg
Traimng

@ 2. Human Resources

Includes general courses, as well as the Organizationa
Professional Developmeant Certification Program and L4
for MPP

ﬁ 3. Personal Development

Personal Development

@ 4. Professional Development




The Calendar view is of Sessions, not of Courses. Select the Session of the Course you are
interested in attending.

[ Back to Current Month J [ = Septemnber 2008 ]

1 = 3
Classroom Session: Classroom Session: Classroom Session:
APQ - Warkload Warkshop APQ - Warkload Warkshop APQ - Warkload Warkshop
Classroom Session: Classroom Session:
Emergency Preparedness and Emergency Preparedness and
Management Plan Management Plan
Classroom Session: Classroom Session:

HRLR - CSU Labor Relations 101 | Seven Revolutions: Scanning the
World Cut'to 2025

| 8 | =) 10 \ |

orn: Classroom Session: Classroom Session:
Workshop APC - Workload Workshop APO - Workload Workshop

Classroom Session:
Defensive Oriver Training

When you select the Session, you will note that you cannot yet register for the Session. Click
on the blue link at the bottom to be directed to the Course where you must first register.

& APO - Workload Workshop

Date: October 1, 2008

Time: 1:00 PM - 2:30 PM

ocation: Student Services Center, Room 410
imate Length: 1 hours, 30 minutes

{# Back to My Sessions This session is not

available until you register
for the Course.

list.

Availablility

Seats: 20 (18 available)
Waiting List: 0 user(s) currently on the waiti

Instructor
Kathy Favor (kfavor@csuchico.edu)

Ext. 4688

Extra Information

Y¥ou must register for this Cour ‘before you can choose this session.

Courses

The following course(s) i
should enroll in one of t
in one of theses cour

: ide this session, To attend this session, you
- e courses. Note that you may already be enrolled

* APO - Workload Workshop




4. When you are at the Course view, you will be able to enroll in the Course.

> ADN - Workload Workshop

Course Catalog

@ Approximate Length: 1 hour and 20 minutes

The first hour will be presentatqn; the last 30 minutes will be Q & A. This is
e at this time, but bring your workload

Expert/Contact
Kathy Favor (kfavor@cschico.edu)
In the Course view you

ERL- 050 can enroll in the course.

Lessons
e APO - Workload Workshop

5. When you enroll it will prompt you to select a specific Session.
APO - Workload Workshop

4¢ Back to Courze Catalog

IHIMLLHEHTSUUEESHH_

You have been enrolled in the course APO - Waorkload Warkshop.

This course cantains live lessons. To complete the enrollment process, for gach live
lezzon listed below, please select one meseting time that you would like to attend. You
may change these selections later depending on the restrictions of the sessions listed.

After you enroll in
el e el the course you will

&Pocrlk—sh\fiorkload Oct 1, 2008 - 1:00  Student Services Center, Open a [ SE.E the IISt Of
n PM Room 410 sessions available
TR SMmSIE) fen & O for this course.
Oct 3 23318 - 200 SmdentRsoeor:jicxflsDCenter, Open a C’ /
D?O?I:JJDZOADN? - S1:|.|dEntRSQEDrr\‘;;ic.x;elsmcEm:erJ Open a (&
Oct 3, 2;)::8 -2:00 SmdentRsoeor;ic:fDCmter, Open a O
D?ﬂ?ﬁum,ﬁi? - St.ldentRSoeor:jirflsDCenter, Open a ()

Once you have selected a Session you are done, unless you choose to change Sessions later.



Viewing and Registering for Courses in the Course Catalogs:

1. Select the Course Catalog tab in the black menu bar.

HOME COURSE CATALOG MY COURSES & INFORMATION REPORTS ADMINISTRATOR MENU

REPORTING GROUPS

Course Catalog

Search Catalog: CATALOGS [5) COURSES (0)

-. i' 1. Environmental Health & Safety

[ﬁ 1. Environmental Health &
Safety

Eﬁ 2. Human Resources

Health & Safety and other related topics including Defensive Driver
Training

Eﬁ 3. Personal Development
Eﬁ 4, Professional Development @ 2. Human Resources

Eﬁ 5. Associated Students
Includes general courses, as well as the Organizaticnal Training &
Professzional Development Certification Program and Leadership Institute

| Live Event Calendar 1 for MPP

You can select either @ 3. Personal Development
area to view sub-
catologs or courses.

rofessional Development

Courses are offered by numerous Departments, Units, and Entities for
faculty and staff to enable them to better perform their duties.

@ 5. Associated Students

Catalog for As=sociated Students

o

View Cataleg

w

View Catalog

o

View Catalog

View Catalog

o

iew Catalog




Next, select the Catalog that you are mterested in wewmg

Course Catalog -

[Course caraloa)

¥ 1. Environmental Health &
Safety

ﬁ 2. Organizational Training &
Frofessional Development
Certification Program

Eﬁ 3. Personal Dewvelopment
@ 4. Professional Development

@ Academic Publications,
Facilities and Database
Services

m CS5U, Research
Fountaticn

m Emergency
Preparedness

m Financial Services
m Human Rescurces
3 Information Security

m Staff Develepment
Committee Sponsored
Ewents/Workshops

m Syz=temwide Professional
Development

%3} Campus Calendar
W Sewven Revolutions:

Scanning the World Cut
to 2025

Sub-Catalogs.

4. Professional Development

Courses are offered by numerous Departments, Units, and Entities for faculty

and staff to enable them to better perform their duties.

4% Back to parent catalog

| CATALOGS (8)

""" Sub-courses tab.
|CDUR555(1 f

Academic Publications, Facilities and Database
Services
Catalog description not available.

ﬁ CSU, Research Fountation

Catalog description not available.

]ﬁ Emergency Preparedness

The University offers courses to enable employees to function better in
emegency =ituations, as well as offering courses to enable emplayess to
better protect themselves.

@ Financial Services

Catalog description not available.

&

View Catalog

&

View Catalog

®

View Catalog

®

View Catalog

3. When you have opened the Catalog or Course you are interested in, click on the Course to

open and enroll in the Course by selecting the “Go” button.

| Search Catslog:

| |

ﬁ 1. Envirenmental Health &
Safety

ﬁ 2. Organizational Training &
Professianal Development
Certification Program

ﬁ 3. Perzonal Development
a 4, Professional Development

ﬁ Academic Publications,

Facilities and Databaze

Zervices

% APO - Workload
Waorkshop

ﬁ Academic Publications, Facilities and Database

Services

4} Back to parent catalog

COURSES (1]

CATALOGS (0]

To register, click the "Go" butt
to open the Course.

@ APO - Workload Workshop

This course iz a general overview of the workload report
process, how to read the workload report, paperwark:

@ O

Launch Wiew Course

associated with the report and timelines. The first hour will be

prezentation; the ...




4. Select the “Enroll” button of the Course that you are interested in registering for.

= ADOY - Workload Workshop

Course Catalog

Approximate Length: 1 hour and 30 minutes

Enrol|

Course Descrigtion

This course is a gen | overview of the workload report process, how to read
the workload report, pa work associated with the report and timelines.

: the last 20 minutes will be Q B A, This is
e at this time, but bring your workload

The first hour will be presentat
not a hands-on-the-computer co
report and questions and we'll find t

Expert/Contact
Kathy Favor (kfavor@cschico.edu)
In the Course view you

s can enroll in the course.

Lessons
s APO - Workload Workshop

5. When you enroll in the Course it will prompt you to enroll in a specific Session.
APO - Workload Workshop

4r Back to Courze Catalog

ltllmmmmstm

You have been enrolled in the course APO - Workload Workshop.

Thiz course contains live leszons. To complete the enrollment process, for each live
leszon listed below, please select one mesting time that you would like to attend. You
may change these selections later depending an the restrictions of the sessions listed.

After you enroll in
o0 the course you will
see the list of

ﬁjcr]k;hvzorkload Oct 1, 2008 - 1:00  Student Services Center, Open & O o 2
P PM Room 410 sessions available
Sl e BWSERRYS e 8 O for this course.
Oct 3, Zgﬂﬂ -2:00 SmdentRsoeor;inUCmter, Open & O /
Dr_;% ?’6020;';8 = Sh.ldentRSOeomitflsUCenter, Open a (@)
Oct 8, Zggﬁ -2:00 SmdentRsoeoxiflsUCenter, Gpen a ()
OEE] ?6020;;18 = SmdentRSOeor:jicisUCenber, Open & (@)

Once you have selected a Session, you are done, unless you choose to change Sessions later.



